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Supervisor Job Aid Overview 

This job aid provides step-by-step instructions for tasks relevant to 
supervisors of the GSA OLU (powered by SAP). Topics covered in this aid 
include: OLU site access, Homepage navigation, My Learning page 
navigation (brief overview), My Employees page navigation, assigning/ 
removing training items, item completion tracking, viewing employee 
learning history, approvals, and dashboards. 
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Introduction  

The GSA Online University (OLU) can be accessed via GSA Single Sign-On (SSO) or via a non-SSO direct URL. Please 
find directions below on the different ways to enter the new SAP site. 
 

SSO Access 

Logging in from a GSA Laptop 
 
Navigate to the desktop of your computer. Locate the GSA OLU icon on the desktop*. Double click this icon to launch 
GSA OLU. Once launched, you will then be able to navigate within the GSA OLU system.   
 
*Please note: The below screenshot is an example only. SAP is currently designing a graphic icon that will be located on 
the desktop of GSA computers. Thus, you may not see this icon at the time of Go Live. If you do not yet see the icon, please 
ÔÅÍÐÏÒÁÒÉÌÙ ÆÏÌÌÏ× ÁÃÃÅÓÓ ÓÔÅÐÓ ÏÎ ÔÈÅ ÎÅØÔ ÐÁÇÅ ÆÏÒ Ȱ,ÏÇÇÉÎÇ ÉÎ ÆÒÏÍ Á .ÏÎ-'3! ,ÁÐÔÏÐȱȢ 
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Logging in from a Non-GSA Laptop 
 

1. From a non-GSA laptop, first navigate to the following URL:  https://gsaolu.gsa.gov 
.ÏÔÅȡ 0ÌÅÁÓÅ ÃÌÅÁÒ ÏÕÔ ÙÏÕÒ ÂÒÏ×ÓÅÒȭÓ ÃÁÃÈÅ ÁÎÄ ÃÏÏËÉÅÓȟ ÂÅÆÏÒÅ ÎÁÖÉÇÁÔÉÎÇ ÔÏ ÔÈÅ 52,Ȣ 3ËÉÐÐÉÎÇ ÔÈÉÓ ÓÔÅÐ 
will allow your browser to re-direct you to the retired OLU, which is no longer accessible. 
 

2. %ÎÔÅÒ ÙÏÕÒ ȰUser IDȱ ɉ5ÓÅÒ )$ ×ÉÌÌ ÂÅ ÙÏÕÒ %.4 ÕÓÅÒÎÁÍÅɊ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰSubmitȱ ÂÕÔÔÏÎȢ 4ÈÅÎȟ ÃÈÏÏÓÅ ÔÈÅ 
delivery method for receiving your registration code for access to GSA OLU and clÉÃË ÔÈÅ ȰSubmitȱ ÂÕÔÔÏÎȢ 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://gsaolu.gsa.gov/
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3. Once you receive your delivery method, you will be asked to enter the registration code. This code is unique 
ÁÎÄ ×ÉÌÌ ÃÈÁÎÇÅ ×ÉÔÈ ÅÖÅÒÙ ÓÉÇÎ ÏÎȢ %ÎÔÅÒ ÔÈÅ ÒÅÇÉÓÔÒÁÔÉÏÎ ÃÏÄÅ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰSubmitȱ ÂÕÔÔÏÎȢ 

 

 
 
 

4. Next, eÎÔÅÒ ÙÏÕÒ %.4 ÐÁÓÓ×ÏÒÄ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰSubmitȱ ÂÕÔÔÏÎȢ  
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5. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration. 
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Non-SSO Access (Direct URL) 

Logging in as a Non-GSA Employee of Off-Network GSA Employee 
 
If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO), 
you will need to access GSA OLU via a direct URL.   
 

1. Navigate to the following URL:  https://hcm03.ns2cloud.com/login?company=GSAHCM03. This will take you 
to the direct system login page for the GSA OLU site. 
 

2. %ÎÔÅÒ ÙÏÕÒ ÕÓÅÒÎÁÍÅ ÁÎÄ ÐÁÓÓ×ÏÒÄ ÁÎÄ ÃÌÉÃË ÔÈÅ ÏÒÁÎÇÅ ȰLog inȱ ÂÕÔÔÏÎȢ ɉ3ÈÏÕÌÄ ÔÈÅ ÌÏÇÉÎ ÐÁÇÅ ÒÅÑÕÅÓÔ Á 
ȰCompany IDȱȟ ÐÌÅÁÓÅ ÕÓÅ ÔÈÅ ÆÏÌÌÏ×ÉÎÇȡ GSAHCM03) 

 

 
 
 

3. You will be directed to the new GSA OLU homepage. Please keep in mind that your homepage appearance may 
differ slightly based on your role (ex: employee vs. supervisor/ manager)   
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Main Menu Navigation 

Your homepage will consist of a main navigation bar at the top of the homepage.  This navigation bar contains a 
dropdown menu that lists all the Success Factors modules available to you (based on your role), along with links to 
other pages within the system. Click on the Home icon to return to the OLU homepage from any location. 
 
 

 
 
 
The dropdown menu contains Home, Learning, and 24x7 Live Support links.  

¶ The Home link will take you back to the homepage no matter where you are in the platform.   

¶ The Learning link will take you the learning management area of the system.  

¶ The 24x7 Live Support link will take you to the area of the system where you can interact with an OLU Live 
Support Specialist to that can assist with general OLU navigation and utilization inquiries. 
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Homepage Features 

Your ÈÏÍÅÐÁÇÅ ÈÁÓ ÍÕÌÔÉÐÌÅ ÆÅÁÔÕÒÅÓ ÃÁÌÌÅÄ ȰÔÉÌÅÓȱ ÔÈÁÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÖÉÅ× ÄÉÆÆÅÒÅÎÔ OLU functionality in a convenient 
layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of each feature tile on 
your homepage. 
 

 
 
 
Descriptions 
 
To Do: Lists all your incomplete items, completed activities, pending approvals, and tasks assigned to you from all 
modules within the system. To Do items can be sorted by date and/ or type. 
 
Links: Displays links added as shortcuts to other pages and areas of the system. To add or remove shortcuts, click the 
Edit button to view a list of available links. 
 
My Team: Displays a list of your direct reports. #ÌÉÃË ÏÎ ÅÁÃÈ ÅÍÐÌÏÙÅÅȭÓ ÎÁÍÅ ÔÏ ÖÉÅ× ÁÄÄÉÔÉÏÎÁÌ ÄÅÔÁÉÌÓ ÓÕÃÈ ÁÓ 
pending or overdue tasks. Employees with a red number listed by their name have overdue tasks and/or items.  
 
Welcome: Displays information on the new GSA OLU and will have announcements pertaining to the new Learning 
Management System. 
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24x7 Live Support: Click on the eSkillz Live Support picture to be transferred to a GSA chat classroom support page 
ɉÐÏ×ÅÒÅÄ ÂÙ Å3ËÉÌÌÚɊȢ 3ÉÍÐÌÙ ÓÅÌÅÃÔ ÔÈÅ Ȭ#ÌÉÃË (ÅÒÅ ÔÏ #ÈÁÔȭ ÂÕtton from that page and you will be connected with OLU 
support specialists who are standing by 24 hours a day, 7 days a week. Support specialists assist with general OLU 
navigation and utilization inquiries including how to use the OLU, how to find training, course launch assistance and 
more. 
 
Mandatory Training: #ÌÉÃË ÏÎ ÔÈÅ Ȱ'3! -ÁÎÄÁÔÏÒÙ 4ÒÁÉÎÉÎÇȱ ÐÉÃÔÕÒÅ ÔÏ ÖÉÅ× Á ÌÉÓÔ ÏÆ ÍÁÎÄÁÔÏÒÙ ÔÒÁÉÎÉÎÇ ÆÏÒ ÔÈÅ ÅÎÔÉÒÅ 
year. Please review this list and assign/ register for training in OLU. 
 
Tile Browser: Allows the supervisor to add or remove tiles from the OLU homepage. 
 
 
 

Homepage Options 

The homepage Options drop-down menu can be accessed by clicking on your name in the top right hand corner of the 
OLU homepage.  
 

 
 
 
 
Descriptions 
 
Options: Change display options, select a new landing page, change language options, and access accessibility 
settings. 
Logout: Logout of the OLU system. 
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Learning Page Navigation 

 
 

1. Locate the main navigation bar at the top of the OLU homepage.  Click on the Home icon to open the drop-
down menu. 

2. Click on the Learning icon to access the Learning page. This will take you the learning management area of the 
system. 

3. You are now in the learning management area of the system where you can access learning items, search for 
training, register/ enroll in training, and view your personal learning history. Note: Once on the Learning page, 
the top navigation menu will change from Home to Learning. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

0ÌÅÁÓÅ ÁÃÃÅÓÓ ÔÈÅ Ȱ%ÎÄ 5ÓÅÒ *ÏÂ !ÉÄȱ ÆÏÒ ÍÏÒÅ 
Learning Page information and in-depth 
directions for managing your learning activities. 



Powered by: Page 11 | © 2016 eSkillz Corp. All rights reserved. 

 
 

Supervisor Job Aid 

 
 

Learning Page Features 

Your Learning page has multiple ÆÅÁÔÕÒÅÓ ÃÁÌÌÅÄ ȰÔÉÌÅÓȱ ÔÈÁÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÖÉÅ× ÄÉÆÆÅÒÅÎÔ ÆÕÎÃÔÉÏÎÁÌÉÔÙ ÉÎ Á ÃÏÎÖÅÎÉÅÎÔ 
layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of each feature tile on 
your Learning page. Note: The My Learning page lists features specific to your personal learner account and should not 
ÂÅ ÃÏÎÆÕÓÅÄ ×ÉÔÈ ÔÈÅ -Ù %ÍÐÌÏÙÅÅÓ ÐÁÇÅȟ ×ÈÅÒÅ ÓÕÐÅÒÖÉÓÏÒÓ ÃÁÎ ÍÁÎÁÇÅ ÔÈÅÉÒ ÔÅÁÍȭÓ ÌÅÁÒÎÉÎÇ ÁÃÔÉÖÉÔÉÅÓȢ 
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Descriptions 
 
Manager Notifications: Manager notifications and pending requests will be listed at the top of the My Learning 
Assignments tile. Click on the notification to view and complete the action required. 
 
My Learning Assignments: Displays all your mandatory, required, and optional assigned learning items. You can 
launch online courses, view Instructor Led Trainings (ILTs), register for Scheduled Offerings (SO), and remove/ unenroll 
from an online course directly from the My Learning Assignments tile. Learning items can be sorted by date and/ or 
type. #ÌÉÃË ÏÎ Ȱ&ÉÌÔÅÒȱ ÔÏ ÆÉÌÔÅÒ ÌÅÁÒÎÉÎÇ ÐÌÁÎ ÉÔÅÍÓ ÂÙ ÃÏÕÒÓÅ ÎÁÍÅȟ ÃÏÕÒÓÅ ÔÙÐÅȟ ÁÎÄ ÁÓÓÉÇÎÍÅÎÔ ÔÙÐÅȢ 
 
Find Learning: Search tool used to find learning items and activities. Items can be found via keyword quick search or by 
browsing the Learning Catalog via the Browse All Courses link. 
 
My Curricula: Displays all pending and incomplete curricula assigned to your user account. This tile also provides details 
on curriculum components (items grouped together to form a curriculum) and can be used to track completion 
progress.   
 
Learning History: Displays all learning items that have been recently completed. Click the View All button to view your 
complete training history. 
 
Links: Displays links to various Learning features and shortcuts to other areas of the system. The links tile helps the 
user manage personal approvals, run reports on their personal learning history, utilize 24x7 Live Support Services, 
access Section 508 and Accessibility tools, and other supporting processes.  
 
Books 24x7: Delivers access to Skillsoft Books and Videos 24x7 library content. 
 
My Employees: Displays a visual summary of your teams overall learning status. To view a detailed list of completed 
items, click on the chart to access the My Employees tab.  
 
Featured: Displays training items featured or promoted within a time period. 
 
Training By Category: Displays a list of mandatory/ required training organized by category.  
 
Recommendations: Displays learning items that have been recommended to you by other users. 
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My Employees Page Navigation 

 
 

1. Locate the main navigation bar at the top of the OLU homepage.  Click on the Home icon to open the drop-
down menu. 

2. Click on the Learning icon to access the Learning page. This will take you the learning management area of the 
system. 

3. In the top menu bar of the Learning page, locate and click on the My Employees link. Note: Once on the 
Learning page, the top navigation menu will change from Home to Learning. 
 

   
 

4. You are now in the My Employees area of the system where you can manage your ÅÍÐÌÏÙÅÅÓȭ ÌÅÁÒÎÉÎÇ 
activities. From this page, supervisors will be able to view employee training history, assign/ remove online 
courses, register/ withdraw employees from Instructor-,ÅÄ 4ÒÁÉÎÉÎÇ ɉ),4Ɋȟ ÁÐÐÒÏÖÅ ÉÔÅÍÓȟ ÖÉÅ× ÙÏÕÒ ÔÅÁÍȭÓ 
dashboard, and run basic reports. 4Ï ÒÅÔÕÒÎ ÔÏ ÙÏÕÒ ÐÅÒÓÏÎÁÌ ÌÅÁÒÎÉÎÇ ÐÁÇÅȟ ÃÌÉÃË Ȱ-Ù ,ÅÁÒÎÉÎÇȱȢ 
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My Employees Page Features 

The My Employees ÐÁÇÅ ÈÁÓ ÍÕÌÔÉÐÌÅ ÆÅÁÔÕÒÅÓ ÃÁÌÌÅÄ ȰÔÉÌÅÓȱ ÔÈÁÔ ÁÌÌÏ× ÙÏÕ ÔÏ ÖÉÅ× ÄÉÆÆÅÒÅÎÔ ÆÕÎÃÔÉÏÎÁÌÉÔÙ ÉÎ Á 
convenient layout. Tiles are movable and can be edited to fit your system needs. Below is an explanation of each 
feature tile on your My Employees page. 
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Descriptions 
 
Employee List (Hierarchy): Displays a list of your direct and indirect reports. Click on each employeeȭÓ ÎÁÍÅ ÔÏ ÖÉÅ× 
their Learning Plan and learning history. Use the Search box to quickly find an employee. 
 
Learning Plan (also called Learning Assignments): Displays Á ÌÉÓÔ ÏÆ ÙÏÕÒ ÅÍÐÌÏÙÅÅȭÓ ÐÅÎÄÉÎÇ mandatory, required, and 
optional assigned learning items. Learning items can be sorted by date and/ or type. #ÌÉÃË ÏÎ Ȱ&ÉÌÔÅÒȱ ÔÏ ÆÉÌÔÅÒ ÌÅÁÒÎÉÎÇ 
plan items by course name, course type, and assignment type. 
 
Find Learning: Search tool used to find learning items and activities. Items can be found via keyword quick search or by 
browsing the Learning Catalog via the Browse All Courses link.  
Note: 4ÈÅ Ȱ&ÉÎÄ ,ÅÁÒÎÉÎÇȱ ÔÉÌÅ ÉÓ ÕÓÅÄ ÔÏ ÁÄÄ ÃÏÕÒÓÅÓ ÔÏ ÙÏÕÒ personal learning plan. Use the links located in the 
Ȱ3ÕÐÅÒÖÉÓÏÒ ,ÉÎËÓȱ ÔÉÌÅ ÔÏ ÁÄÄ ÃÏÕÒÓÅÓ ÔÏ ÙÏÕÒ ÔÅÁÍȭÓ ÌÅÁÒÎing plan. 
 
Supervisor Links: Displays links to various My Employees features and shortcuts to other areas of the system. The links 
tile helps the ÓÕÐÅÒÖÉÓÏÒ ÍÁÎÁÇÅ ÔÈÅÉÒ ÔÅÁÍȭÓ ÌÅÁÒÎÉÎÇ ÁÃÔÉÖÉÔÉÅÓ ÓÕÃÈ ÁÓ review pending approvals, assign/ remove 
learning, register/ withdraw employees, view dashboards, and run basic reports. 
 
Learning Status: Displays ÔÈÅ ÓÅÌÅÃÔÅÄ ÅÍÐÌÏÙÅÅȭÓ ÃÕÒÒÉÃÕÌÕÍ ÓÔÁÔÕÓ or progress and learning history (within the last 30 
days). 
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Team Member Actions Menu 

The TÅÁÍ -ÅÍÂÅÒ !ÃÔÉÏÎÓ -ÅÎÕ ÉÓ Á ÑÕÉÃË ×ÁÙ ÆÏÒ ÓÕÐÅÒÖÉÓÏÒÓ ÔÏ ÍÁÎÁÇÅ ÔÈÅÉÒ ÔÅÁÍȭÓ ÌÅÁÒÎÉÎÇȢ 4Ï ÖÉÅ× ÔÈÅ ÁÃÔÉÏÎ 
ÍÅÎÕȟ ÃÌÉÃË ÏÎ ÔÈÅ ÅÌÌÉÐÓÉÓ ÔÏ ÔÈÅ ÒÉÇÈÔ ÏÆ ÔÈÅ ÓÅÌÅÃÔÅÄ ÅÍÐÌÏÙÅÅȭÓ ÎÁÍÅ ÉÎ ÔÈÅ ÅÍÐÌÏÙÅÅ ÌÉÓÔ ÁÒÅÁȢ 
 

 
 
 
 
Descriptions 
 
Manage Alternate Supervisor: Assign alternate manager(s) to your employees. 
 
Reports: Run reports specific to the selected employee. 
 
Profile: View employee demographic information. 
 
Send Message: Send messages directly to the selected employee. 
 
Options and Settings: View notifications and system settings unique to the selected employee.  
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Enroll/ Assign Online Training 

1. On the My Employees page, locate the Supervisor Links tile and click Assign/Remove Learning. 
 

 
 

2. 3ÅÌÅÃÔ Ȱ!ÄÄ )ÔÅÍÓ ÁÎÄ #ÕÒÒÉÃÕÌÁȱ ÁÎÄ ÃÌÉÃË the Next button. 
 

 
 

3. Select your desired ÅÍÐÌÏÙÅÅɉÓɊ ÁÎÄ ÃÌÉÃË Ȱ!ÄÄ #ÈÅÃËÅÄȱȢ 
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4. The added employee will now be displayed under the Ȱ,ÉÓÔ ÏÆ 3ÅÌÅÃÔÅÄ 5ÓÅÒÓȱ area. Click Next. 
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5. Enter a keyword associated with the desired item in the search bar. Click on the Search button to find the item. 
 

 
 

6. 3ÅÌÅÃÔ ÙÏÕÒ ÄÅÓÉÒÅÄ ÉÔÅÍɉÓɊ ÁÎÄ ÃÌÉÃË Ȱ!ÄÄ #ÈÅÃËÅÄȱȢ 
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7. Enter the Assignment Type and Assign Date. Assignment Type options include: MAN= Mandatory, OPT= 
Optional, and REQ= Required. Click Next to advance to the next step. 
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8. Enter the Required Date and click Finish. 
 

 
 

9. You have successfully assigned the item to your specified employee(s) learning plan. Click on My Employees in 
the top left navigation bar to return to the My Employees page. 
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Remove Employees from Online Training 

1. On the My Employees page, locate the Supervisor Links tile and click Assign/Remove Learning. 
 

 
 

2. 3ÅÌÅÃÔ Ȱ2ÅÍÏÖÅ )ÔÅÍÓȱ ÁÎÄ ÃÌÉÃË ÔÈÅ .ÅØÔ ÂÕÔÔÏÎȢ 
 

 
 

3. Select your desired employee(s) and cliÃË Ȱ!ÄÄ #ÈÅÃËÅÄȱȢ 
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4. The added employee will now be displayed under the Ȱ,ÉÓÔ ÏÆ 3ÅÌÅÃÔÅÄ 5ÓÅÒÓȱ area. Click Next. 
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5. Enter a keyword associated with the desired item to be removed in the search bar. Click on the Search button 
to find the item. 
 

 
 

6. SÅÌÅÃÔ ÙÏÕÒ ÄÅÓÉÒÅÄ ÉÔÅÍɉÓɊ ÁÎÄ ÃÌÉÃË Ȱ!ÄÄ #ÈÅÃËÅÄȱȢ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


